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THIRD EDITION—for greater accuracy, speed, economy in 



THIS UP-TO-THE-MINUTE SOURCEBOOK offers 
tested procedures for improving filing efficiency in offices 
of every type and size. Clarifying each step in the instal¬ 
lation and maintenance of a records-keeping system, it 
shows how to perform operations that will meet the most 
exacting standards of business and industry. 


BERTHA HI* WEEKS, 

IIP ormirty President, | 


Sound techniques keyed to all filing problems ... 




Scores of 
illustrations 
and examples 
help speed 
practical 
applications 
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ACCOUNTS & ACCOUNTING 


Thorough and to-the-point, the book spells out basic principles 
that get to the heart of any filing problem. Specific guidelines are 
supplied for tailoring a records system to any given situation. 
Authoritative answers are instantly available in such critical 
areas as— 

choosing equipment that will cut down on labor needs 
streamlining operations through space economy 
selecting competent personnel . . . fitting them to the right job 
analyzing and reducing filing costs 

Throughout, the needs of each individual department are con¬ 
sidered in the light of the demands made by modern office 
management. 

The wide range of working assistance reflects the author’s exten¬ 
sive and varied experience in studying the records problems of 
many businesses, reorganizing filing systems and getting them 
to operate smoothly, and in training filing personnel. To those 
who plan and direct filing operations, the book offers a choice 
of the best and most successful practices in use today. 

See complete outline of contents on reverse . .. 
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CONTENTS: Modern Records Organ¬ 
ized for Use . . . Indexing and Alpha¬ 
betic Card Files . . . How to Set Up the 
Correspondence File . . . Routines in 
Preparing Papers for File . . . Rules for 
Alphabetizing; Phonetic Filing . . . Geo¬ 
graphic Methods of Filing . . . Record 
Controls . . . Transfer and Final Disposi¬ 
tion of Records . . . Protection of Records 
. . . Numeric Files . . . How to Set Up a 


THIRD EDITION 


FILING AND 
RECORDS 
MANAGEMENT 


Subject File . . . Filing Printed Matter 
. . . Department Records and Govern¬ 
ment Files . . . Central and Department 
Files . . . Layout of a Records Room . . . 
Planning a Card Form . . . Automation 
. . . Equipment and Supplies . . . Ana¬ 
lyzing Files; Standards; Cost-Cutting 
Techniques . . . Personnel . . . Files in 
Special Kinds of Offices . . . Glossary 
, . . Bibliography 


Bertha M. Weeks is a recognized authority on filing 
operations and records management. Consultant to 
many large firms, she served for over twenty-five years 
as President oTRecord Controls, Inc., in Chicago. Miss 
Weeks' writings include numerous articles for maga¬ 
zines in the business field. She also contributed material 
on filing and records control to the Office Manage¬ 
ment Handbook, Second Edition (The Ronald Press 
Company). 


• 290 pages 

• Illustrated 
• Third Edition, 1964 
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Next to Your Dictionary the Most 
Useful Book You Will Ever Own 


HOOK'S GUIDE TO 
GOOD WRITING 

Grammar—Style—Usage 


HERE is a complete guide to all 
forms of writing, PLUS all the essen¬ 
tial resources of a thesaurus, a spell¬ 
ing key, a style book, a manual of 
usage, and a grammar. 

Alphabetically arranged — as easy 
to use as a dictionary — HOOK’S 
GUIDE simplifies the task of finding 


wanted information on everything 
from short stories to poetry, from 
business letters to technical reports. 
Included are literally thousands of 
error- and effort-saving short cuts to 
better writing. It’s the kind of prac¬ 
tical assistance that you can profit 
from continually for years. 


525 pages 
1962 

Only $6.00 


1,650 A-fo-Z Articles—A Virtual Library of Writing Facts 


Quick Guidance in 
Many Areas of Writing ... 

• Business and personal 
correspondence 

• Scientific and tech¬ 
nical material 

• Reports and speeches 

• Factual newspaper and 
magazine articles 

• Advertising copy 

• Short stories for 
slicks and pulps 

• Plays and TV scripts 

• Note taking 


More than 100 articles are de¬ 
voted to the principles of suc¬ 
cessful writing. They range across 
such intriguing topics as dialogue, 
literary fads and coteries, taboos, 
figures of speech and affectations. 

Entries on practical writing offer 
specific aids for preparing or 
improving business letters, 
speeches, invitations, research, 
papers, book reviews, articles. 

A major section offers a simpli¬ 
fied approach to better spelling 
—provides a quick check on com¬ 
mon mistakes and a concise set 
of easy-to-remember rules for in¬ 
creasing proficiency. 


Featured Sections on Creative 
Writing—more than 200 in all— 
explain the special requirements 
of the novel, the short story, and 
the drama...the secrets of suc¬ 
cessful writing for youngsters... 
the exact nature of a sonnet, a 
rondel, and a rondeau...and the 
techniques that famous authors 
have used to overcome problems 
of setting, theme, and characteri¬ 
zation. 

Anyone who has ever been 
stumped over whether to use a 
comma, a semicolon, or a dash; 
or on how to handle quotation 
marks will appreciate the com* 
monsense approach to the com¬ 
plexities of punctuation (separate 
articles for each mark). 


1100 articles on good usage of¬ 
fer immediate answers to peren¬ 
nial questions like these: Whether 
to use troop or troupe? immanent 
or imminent? Is it better to speak 
of rearing or raising children? 
What are the characteristics of a 
simile, a metaphor, and a synec¬ 
doche? 

Expert advice is included on how 
to sell manuscripts, proofread, 
use typography effectively, and 
on how to deal with publishers 
and literary agents. 

WHEN should you split an infini¬ 
tive? use a double negative? The 
answers may be found in just two 
of the 100 exceptionally practical 
grammatical entries. 


For an idea of the book's approach , see sample page 
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HOOK'S GUIDE TO GOOD WRITING 

Improves Your Command of Written English 
Automatically As You Use It! 


x • ^nglish, bunch re- 

that grow to- 
(reduced 505&) : : |Pj that can he fas- 
JIlustrates book's || s - in colloquial 
• treatment of l!!I/ r to a sma N 
: typlcoplaj/° ple ' or i obs > or 

articles 

: word with refer- 

-- in bed. but colloquial for 

any other bed or, as a verb, “to bunk 
here for the night.” Slang as a short- 
ened form of buncombe, meaning non¬ 
sense: “That’s bunk!" S 

Burden. A 'refrain. 

Burgle. See 'back formation 

Burlesque. In literature burlesque has 
a meaning quite different from that as¬ 
sociated with Striptease Alley. Derived 
from Italian burla, meaning “ridicule,” 
a literary burlesque is one that treats a 
serious subject comically, or, more 
rarely, treats a humble subject grandi¬ 
osely to cause laughter. Don Quixote 
was intended as a burlesque of heroic 
stories of knightly adventure. Henry 
Fielding’s Joseph Andrews began as a 
burlesque of Samuel Richardson’s pop¬ 
ular novel Pamela. The Rehearsal, a 
Restoration burlesque, parodied pas¬ 
sages from heroic tragedies. 

, wnter °f burlesque needs the 
ability to see the man under the clothes, 
the sham in the pompous, the air in the 
inflated. His subjects are all about him: 
in the political oration, the television 
program, the bridge party, the faculty 
meeting, and the convention. He exag¬ 
gerates constantly, but in each exagger¬ 
ation the informed reader recognizes 
the kernel of truth and perhaps either 
laughs or grows indignant if he sees 
himself or his pet beliefs being exposed 
to ridicule. 


See also ‘caricature; ‘lampoon; 
parody; *travesty 

Burns stanza. Robert Burns often 

used an old French stanza form, aaabab 
(see rhyme scheme). English miracle 
plays of the late Middle Ages had used 

the same form. In the hands of a lesser 

poet the jerkiness of the two short lines 
might have created an insuperable ob- 
stacle, but Burns generally succeeded 
with it, as in “To a Mouse” and “To a 
Mountain Daisy.” 

Burst. Past tense and past participle: 
burst. Bursted is substandard. “The 
balloon burst when I touched it.” “The 
balloon has burst .” See also *bust 
Business letters. Semester-long or 
year-long college courses are devoted to 
business letter writing, and fat books 
have been written about the subject. 
The purpose of this article is to provide 
in condensed form the most needed in- 
formation. 

I. Stationery. Plain white stationery 
or letterhead stationery is most suitable 
for business correspondence, although 
colors are sometimes used, especially in 
sales letters. Twenty-pound weight is 
widely employed; sixteen is a bit flimsy; 
twenty-four makes a good impression 
but results in somewhat fainter carbons. 
Paper with high rag content is more ex¬ 
pensive, but is sturdier and more im-' 



. ' f . . more im- 

pressive than the wood pulp or wood 
fiber grades. Second sheets (for lone 
letters) should be of identical quality 
but should not carry the ler— ' 
The usual page size is 814 X 11 


Professor J. N. Hook of the Univer¬ 
sity of Illinois has spared no efFort to 
include articles of both long- and 
short-term benefits for the user. This 
one handy desk reference provides 
sound practical answers to all the 
immediate questions that arise about 
word usage, spelling, grammar, and 
punctuation. Added to this is an im¬ 
portant extra! 

As you use HOOK'S GUIDE you 
gain a sound understanding of the 
vital elements of communication. 
You will find yourself writing in a 
persuasive style that catches and 
holds your reader’s attention, besides 
making fewer embarrassing mechan¬ 
ical errors. 

The modern, self-teaching ap¬ 
proach reflected in this book is 
drawn from Dr. Hook’s many years 
of successful experience in high 
school and college English courses 
... as Counselor in the Teaching of 
English at the University of Illinois 
. . . and as former Executive Secre¬ 
tary of the National Council of 
Teachers of English. 


although 7 V 2 X 10 Vi, 7% X 1 
7X10 is fairly frequent. Fo 

! e ./ te 5. ,he 5 ‘ A X8A ( ba ™ 

8A X 5 or 8 l / 2 X 6 size is fair! 
mon, but causes trouble in filing 
Copy printed on a letterhead 


. ' V V ' 

Check out HOOK'S GUIDE for yourself. See how 

it is designed to meet the writer’s reference 
needs — replaces with one convenient volume a 
whole shelf full of formal guidebooks. 


THE RONALD PRESS COMPANY 
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Please send me .copies of HOOK’S 

GUIDE TO GOOD WRITING, @ $6.00 
per copy. 

□ Check enclosed □ Send COD 

Name.......... 


Address. 

City 


C-595 


Zone State. 


Send For Your Copy—Mail Coupon Today! 





























OFFICE mniMGEmEIIT 
HM1DB00K 


2nd Edition 


How does your office production and expense rank 
alongside that of America’s best-run companies? This 
Handbook is your gauge to high performance and 
low costs in every office function! 


Every company that has an o ffice must keep 
records, meet a payrollanalyze its trans¬ 
actions, hire and supervise people. 

Yet industry surveys show that the cost of 
these basic "house-keeping” operations 
may vary by as much as 400 and 500 per 
cent between firms of comparable sales 
volume in the same line of business! 

Why this wide-open gap in the cost of 
operations long considered routine? 

The answer lies in the new science of office 
management. This science today involves 
more than careful organization, labor- 
saving equipment, or hiring the right- 
people. It combines these factors and many 
others—including methods and approaches 


which have reoriented the entire concept 

of office functioning for some forward- 

looking companies. 

This compact OFFICE MANAGEMENT 
HANDBOOK brings you the ideas, the 
systems, and procedures that are currently 
saving many firms thousands of overhead 
dollars each year. From the experience of 
great corporations like Standard Oil, U.S. 
Steel, Aetna Life, and A.T. & T., and the 
findings of medium- and small-sized com¬ 
panies in all types of business, it sets forth 
the advances which can directly affect your 
firm’s ability to sell, to produce, and to 
keep its customers. It is your complete 
blueprint of methods, and comparative 
costs... 



EDP or Punched Card? — Equipment cost is important. 
But even more important is knowing which advantages of 
high-speed processing are real, which illusory. The Handbook 
helps you decide, according to the nature of your require¬ 
ments. Clearly explains training and operating problems — 
applications, performance* etc. 

How Much for Methods Study?— The cost of work 
simplification studies can easily get out of line. The Hand¬ 
book offers a plan for analyzing systems and methods effi¬ 
ciency without the expense of a formal management audit. 
Includes necessary forms, questionnaires. 

Incentives for Clerical Workers — Throughout the 
Handbook you see the most productive methods in business 
and industry for encouraging employee teamwork and pro¬ 
ficiency, particularly at the critical "recruit” level. Details of 


three tested plans for reducing absenteeism—eighteen com¬ 
mon disciplinary problems and how to solve them—eight 
workable wage incentive plans—merit award plans. 

The Cost of Waste Motion —Hundreds of hours go 
’down the drain* annually'in routine handling of imperfectly 
designed records and forms. Here is a scientific plan for 
evaluating present forms—step-by-step instructions for tailor¬ 
ing new ones to actual needs. 

The Proper Place to Work —Efficiency and morale are 
closely linked to physical environment. The Handbook gives 
standard requirements for lighting, use of color, air condi¬ 
tioning, optimum work area for each type of employee, 
principles of efficient office layout and traffic flow.* 

(See partial contents on reverse...) 
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SECOND EDITION 

office mnimcEmEnT hmidbook 


21 Big Sections 


SCOPE and 
RESPONSIBILITIES of 
OFFICE MANAGEMENT 

ORGANIZATION of 
the OFFICE 

PERSONNEL DEVELOPMENT 

SUPERVISION 

SALARY ADMINISTRATION 

LOCATION and LAYOUT 
PHYSICAL ENVIRONMENT 

FURNITURE and FIXTURES 

MECHANIZATION and 
AUTOMATION 

SUPPLIES and STATIONERY 

FORMS DESIGN AND CONTROL 


REPRODUCTION METHODS 
and CONTROL 

SYSTEMS and 
PROCEDURES 

METHODS STUDY- 
WORK SIMPLIFICATION 

FILING and 
RECORDS CONTROL 

CORRESPONDENCE 

COMMUNICATIONS 

FINANCIAL PLANNING 
and CONTROL 

REPORTS PREPARATION 
and CONTROL 

CLERICAL COST CONTROL 


ATTENTION: OFFICE MANAGERS- 


13 Steps for planning and administering a 
beneficial and practical employee rating plan 

Instant Visual Guide to copying processes — 
showing practical quantities, uses, adapt¬ 
ability. 

An Accurate Method for preparing budgets and 
controlling office expense. 

Complete Program for recruiting, interviewing, 
hiring, training, and testing employees 

39 Types of insurance coverage for businesses 


Current Business Trends regarding coffee breaks 
—smoking—rest periods—starting and stop¬ 
ping time—length of work week—office dress 
—fringe benefits 

7 Important Ways to control correspondence 
costs 

Cost Basis of microfilming vs. storage of docu¬ 
ments—legal requirements 

8-Point Program for reducing clerical costs 
through proper design of forms and records 


853 Pages Over 240 Illustrations 6" x 9" Format Second Edition, 1958 $14 

--USE THIS COUPON TO ORDER 


THE RONALD PRESS COMPANY 

15 East 26th Street, New York T 0, N. Y. 

Please send . copy(ies) of the OFFICE 

MANAGEMENT HANDBOOK, 2nd Edition, edited by 
Wylie, @ $14 per copy. 


□ Check enclosed □ Bill firm □ Charge my account 


Firm.. 


B919b 


Address.. 


City... 


. Zone.State 


Ordered by... I 



Machines, Equipment, 
Records—to Serve the 
Entire Organization 

—Adding and calculating 
machines—full keyboard 
and ten-key 

—Accounting machines and 
systems 

—Registering machines 
—"Common language’' 
recorders and readers 

-"One writing” systems—• 

pegboard and binder 
—Punched card equipment 
—Machine desks—posting 
desks 

—Addressing machines 

-Electrostatic and electronic 

scanning high-speed 
addressing equipment 
—Seven major types of 
dictating and transcribing 
machines 

-Network dictation systems 

-Duplicating and copying 

machines 

—Rotary and mechanized 
files 

—Mobile storage equipment 
—Visible record devices 
—Point of sale recorders 
—Safes—insulated files 
*—Point of use record 
protecting equipment 
—Integrated data processing 
equipment 

—Electronic data processing 
equipment 

—Intercom and paging 
equipment: 

—Direct line switchboard, 
"wireless,” radio, 
pneumatic 

—Mail opening and sealing 
machines 

—Folding and inserting 
machines 

—Assembling and collating 
machines 
—Postage meters 
—Microfilm equipment 
—Specialized typewriters 
—Lighting systems: Indirect 
—semi-indirect—diffuse— 
semi-direct—direct 
—Air conditioning 

equipment: Room coolers 
—self-contained 
conditioners—central 
plant conditioners 


Shielding Materials 
Sidra: Diffusing Glass 
Louvers: Opaque Whit* 


Shielding: 35’CxJS’L 
No. of Lamps: 1 
Lamps: T-12; «J0 tna. 
Efficiency: 40% Dows 
>5% Up 


Remarks : Representative of most luminous 

sided unite, lengthwise orientation Is prefer* 
able to crosswise. It will be noted that end¬ 
wise VC1 valuer are not changed appreciably 
with Increases in room alse. 

The absolute brightness of the sides must 
be kept low for satisfactory use where comfort 
U of concern. 


VC! Values for 50 Foot-l\ 
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